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Purpose   

ÆThis presentation will explain to you (applicants )  
the online application process  

ÆDepartment of the Navy has a two -step 
application process:  

ÎUSAJOBS Application Process  

ÎUSA Staffing Application Process  
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When you find the job youôre interested in, click ñApply 
Online ò 

USAJOBS Announcement  

8/22/2017  

Click here to 
begin the 

application 
process  
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You will see that you are beginning the Application 
Process in USAJOBS  

USAJOBS: Application Process  
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USAJOBS: Application Progress  

Here are the five steps that you will complete through 
USAJOBS 

 

These steps will 
monitor your 

progress  

What 
documents 
should you 

submit?  
Click here to 
expand this 

list  
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Review what documents are required for this 
vacancy  

USAJOBS: Required Documents  

8/22/2017  

Clicking here expands 
the list so you can see 
what documents you 

need to submit  
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Step 1: Upload or create a resume, 
then select to use it for the position  

USAJOBS: Select Resume  
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Need help 
creating  

a resume?  
Click here  

Is this a 
required 

document?  
It is for this 

vacancy  
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Step 2: Upload supporting 
documents, then select it  

USAJOBS: Select Documents  
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You select 
documents 
by checking 

this box  
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Step 3: Able to view entire package 
from this screen  

USAJOBS: Review Package  
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Hereôs your 
opportunity 

to check your 
documents  
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Step 4: You can provide your 
demographic information and let us 
know how you heard about this vacancy  

USAJOBS: Personal Information  
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Step 5: This is the last step before you continue to the 
Department of the Navyôs Application Site of USA 
Staffing  

USAJOBS:         
Continue Application with Agency  
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You have completed the 1st step with USAJOBS, next 
you will complete the 2nd step with USA Staffing  

USAJOBS:  
Moving to Agencyôs System 
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USA Staffing Upgrade welcome page, click 
ñContinueò to begin  

USA Staffing Upgrade:  
Introduction  

8/22/2017  

Do you want to 
see the 

announcement?  
Click here  
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Youôre also able to apply 
using your smartphone, 
tablet, or other mobile 
device  

 

USA Staffing Upgrade:  
Introduction  
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The application progress bar and three main steps will 
let you know how close you are to completing your 
application package  

USA Staffing Upgrade:  
Application Status/Progress  
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The boxes will be 
checked as you 

complete the steps  
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Review for accuracy and completeness  

USA Staffing Upgrade:  
Application/Biographic Info  
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Most of your 
information 
will be filled 
in from your 

USAJOBS 
Application  
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This section is used to see if you meet the 
requirements of the position  

USA Staffing Upgrade:  
Application/Eligibilities  
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This underline letôs 
you know what 
step youôre on 
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This section is used to evaluate your experience  

USA Staffing Upgrade:  
Assessment  
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Select or upload documents  

USA Staffing Upgrade:  
Documents  
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Donôt forget 
to include 
required 

documents  

Did you attach the 
correct document?  
You can view it to 

double check  

Select 
documents 

from the 
drop down  
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Associate ALL your documents  

USA Staffing Upgrade:  
Unassociated Documents  
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Donôt forget 
to associate 
all required 
documents  

You will get 
an error 

message if 
you fail to 
associate 
ALL the 

documents 
you carried 
over from 
USAJOBS 
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The ñSubmit Applicationò box is unresponsive 
until the application package is complete.  

USA Staffing Upgrade:  
Incomplete Application  

8/22/2017  Recruitment Tools & Processes Division, OCHR 

You will not be 
able to apply if 
you have not 
completed all 
the required 

sections of the 
announcement  

Make sure you 
have 

associated ALL 
the required 
documents.  



When all steps are complete, you will be able 
to submit your application  

USA Staffing Upgrade:  
Submit Application  
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These are 
expandable  

The status has 
changed from 
ñIncompleteò 
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